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17 February 1953 


FOREWORD 


Regulation Procurement and Supply Manual" established 

the procurement and supply policies of the Agency. This manual 
is published for information, guidance and compliance of all 
concerned . Policies on Real Estate and Construction, Trans 
portation vill be included at a later date . 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


WAITER REID WOLF 
Deputy Director 
{[Administration) 
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INTRODUCTION fg 


^1 J 


lo PURPOSE 

• " t 

Ao The purpose of this Manual is to establish Agency policy for th© 
procurement, distribution, accounting for, oontrol, issuance and 
disposal of Ageoay material 0 


Bo Except as otherwise stated herein, the policies prescribed in this 
directive become effective upon jmblication* Senior Representatives 
ore authorized to deviate from these policies to the extent dictated 
by security requirements! otherwise, no deviations or exceptions will 
be permitted eotoept by the specific authority of the Deputy Director 
(Administration) 0 Within the limitations imposed by security con* 
sideration proprietary accounts will be operated under the policies 
expressed in this manual 0 


m.TM TO mSHNQ INSTRUCTION 


Ao So far as practicable, all policy matters concerning procure ment 
airi* supply which are more or less permanent in application and which 
are issued by authority of the Deputy Director (Administration) will 
be contained within this manual* ... 


^ Policy expressed in this manual will supercede all existing cost 
flioting directives* 

* i 


chariges ^ Agency policy and direction refloated by 
Administrative issuances will be reflected ty changes, additions, or 
deletions, to this manual* 


rOR-SURgSaiOH OF PROPOSED REVISIONS AND AMEKa^T^ 


A* Agency activities will submit proposed amendments or revisions 
through channels to the Chief, Logistics Office* Proposed amendments 
or revisions will be reviewed and, where publication is deemed an- 
propriate, transmitted to the Deputy Director (Administration) for 

publication,, If revision or amendment is con* 
sldered inadvisable, originating component will be advised of reason 

therefore 


ORGANIZATION Of gg jMSMt ' , 

r 

A* The CIA Procurement and Supply Manual is published in four parts* 

(1) Part I — General. 

(2) Part II — Planning 

(3) Part III - Supply ^ .i,;- 

. . . - y.i^ it . *- ~ J ~' 1 ** 

oved Fo^Release 1 : CIA-RDP78-03985A00040001 0042-7 
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security 
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Bo Each Part will ba divided into Sections corresponding to those 
referenced in the Part outline*, and Sections will be in numerical page 
sequence o 

Co All revised pages will be identified by the manual title and regula- 
tion number * Part number 8 Section*, and date of publications 

D 0 In order that changes may be identified more specifically* a bracket 
will precede and follow each new or revised portion of all revised 
pages furnished with the change* 

(1) A double bracket will indicate that portion which has 
been deleted® When changes are too numerous to identify indivi- 
dual changes within a paragraph* a bracket .will precede and follow 
the entire paragraphs, 

(2) If a bracket follows a paragraph number* it indicates that 
the body of the paragraph has been changed* If it precedes a 
paragraph number* it indicates that a paragraph has been added 0 

(3) When the pages are again revised* previous brackets will be 
dropped and new ones indicating new changes will be insertedo 
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PART I - GEHERAL® SECTION A ~ MISSION OF THE LOGISTICS OFFICE 


I. MISSION 

The Chief of Logistics is responsible for the procurement® distribution® 
and accountability of all equipment and supplies; for transportation of 
personnel® equipment® and supplies; for meeting real estate and construction 
needs; and for the coordination and ampliation of forecasts of requirements 
for Agency logistical support 0 


I - A 

*■ 1 a» 

SECRET 
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PART I - GENERAL, SECTION B <- FUNCTIONS OF THE LOGISTICS OFFICE 


I<> FUNCTIONS 

The Chief of Logistics shall* 

A 0 Develop, recommend# and implement programs, policies, and proce- 
dures for the logistical support of all CIA activities* 

Be Procure or provide technical guidance as necessary for the procure^ 
msmt of services, materials and supplies determined necessary for Agency 
activities, directly or by contract, from ccocerclal* idli-tary, and 
other C tev e CTg M ttt sources* 

C Q Negotiate with officials of other Government orgainzations agree** 
aents to insure that CIA logistical requirements are met on a timely 
basis* 

D 0 Provide necessary coordination to compile requirements for equip™ 
slant and supplies essential for Agency operations, tnrf-mMing develop™ 
Blent of supply programs, stock levels, production capacity requirement >s .. 
and controlled materials program requirements 0 

E 0 Provide and tec hn i c al guidance for overseas 

facilities, for the receiving, inspecting, warehousing, packing, issu» 
ing, and disposing of all supplies and equipment* 

F- Provide the transportation of personnel, equipment, property, and' 
supplies by common carrier or otherwise □ 

G» Provide for the design and construction of facilities for office 
space, warehousing, living quarters, and utilities such as powe» in* 
stallations, sewer and water systems, heating, air conditioning and 
refrigeration, and communications and monitoring facilities throughout 
CIA; bnd acquire real estate, improved or unimproved, by purchase or 
otherwise* 

Ho In collaboration with operating offices concerned, provide for 
selection, assignment, indoctrination, training, and rotation of 
logistics personnel for whom technical guidance is required* 

I« Assume, on behalf of the Director of Central Intelligence, accounts™ 
bilitv of and responsibility for Agency supplies, equipment, and real 
estate* Develop and implement regulations and procedures pertaining 
to an integrated Agency stock accounting system* 

Jo Coordinate all phases of logistical support and assist as required 
in the preparation of logistical annexes for operational plans 0 


I - B 
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PART I - GEHEXAL, SBCTI0H C - AG&BCY SUPPLY SYSTEM 


1. OOMPOSCTlOy OP THE SUPPLY SYSTEM 

The Agsnoy supply system embraces ell elements of the Agency concerned 
vith the procur em ent » storage and issue of Government property. Including 
subsidy sad proprietary activities. fhdd system includes the Logistics 
Office at Agency Headquarters, Sopot and functional elements within the 
operating units, 

2. QEHBXAL DEPOTS 

25X1 A 

ministration). through the Chief, Logl sties Office. General Depots may 
serve as area supply centers for any or all elaeses of material, an area 
repair center, a procurement center, a manufacturing center or any com- 
bination of the foregoing. 

3. SPECIALIZED SEPOYS 

25X1 A 


supplies or serve specifically designated activities. 
k, FIELD DEPOTS 

Field Depots are under the direction and supervision of Senior Represen- 
tatives, and are furnished technical guidance and assistance by the Deputy 
Director ((Administration) through the Chief, Logistics Office. Field Depots 
are overseas establishments and serve the purpose of General Depots or 
Specialised Depot*, or both, and nay act as the central stock control center 
for an area. 

5. STATXQgg 

A. An Agency Field Station is an operational facility in the field under 
the direction of a Senior Representative and will normally receive its supply 
support by local procurement (commercial or military), within the scope of 
Agency Regulations, or from the nearest Field Depot, or in the absence of 
Field Depots, from General Depots. Should certain Stations be so small as 
to preclude the assignment of a supply officer or, if considered feasible for 
ether reasons by Senior Representatives, small Stations nay be satellited 
upon other stations for supply support. Technical guidance and assistance 
are furnished Station by Deputy Director (Administration ) through the Chief, 
Logistics Office, 


Specialized Depots are under the direction 

and supervision of the Depu^D^euFT^dSds^nSti^Ttrarough the Chief, 
Logistics Office . Specialized depots furnish only specific classes Of 


Major | 


supply establishments of the Agency, General 


Depots are under the direction and supervision of the Deputy Director 


Security 
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PARf I . GENERAL, SECTION 0 ~ BONDING OF PERSONNEL 


l« aBBMMS 

The Chief* Logistics Office* nay require personnel engaged in procure- 
®#t4^itlea to give bond with sufficient surety for the 
faithful performance of their duties on an individual basis. These duties 
nay include appointment as Accountable Officers for public property, or 
being intrusted with the duty of disbursing or hmrfHii g of public funds* 

2 * mt of premiums or cost 

Payment of premiums or cost of surety bonds will be made by the Agency 
Cc^ptrolier or his designee* as authorised* in accordance with Public Law 
110* 81st Congress* Section 10 (a) e 
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PART ZZX - SUPPLY 


SECTION 

4 . General 

B. Accountability and Responsibility 

C. Stock Catalog 
1). Stock Levels 

E . Requisitioning 

F. Distribution sod Transfer of Property 

G. Audit and Inventory 

B. Issue and Use of Government Property 

I. Material Disposition 

J. Boards of Survey 

K. Reports 
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PART III - SUPPU, SECTION A - GENERAL 


lo PURPOSE 

ftart III prescribes Agency supply policy «, A supply procedures manual, 
based on policies stated herein, will be published,, Hat manual will con~ 
tain detailed procedures for supply operations. Agency wide<> 
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The policy manua l will prescribe the 
procedures manual will 


of forms to be used*. 
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PART XXX - 8UFPLY, SECTION B 

PUBLIC PROPERTY ACCOUNTXBB - ACCOUNTABILITY ADD HESP0HBBXUTY 


A. AS0OUSEAB2XJTY 

The obligation of an individual officially designated to maintain 
a formal raoocrd of Gowermamt proper ty on a prescribed stock record 
account system, which is subject to audit by officially designated 
auditors. 


B. A 


ti.'i 


’ABLE OFFICER 


An individual designated to Maintain accountability and charged 
with pecuniary responsibility for the proper discharge of his responsi- 
bilities. 

C. RESPONSIBILITY 

fl) Supervisory Responsibility 

The obligation of an individual for the proper custody, care 
and safekeeping of Government property under his supervision. 

d2) Individual Responsibility 

The obligation of an individual to when pro p e r ty has been 
Intrusted end who, by virtue of personal possession, is speci- 
fically charged with its care and safekeeping. 

0. DISPOSITION 

The issue, transfer, sale, salvage or other authorized action of 
accountable officer in relinquishing possession end control of Govern- 
ment property. 


E. PROPERTY CLASSIFICATION 


Cl) Real Property - Land end interests therein, leaseholds, build- 
ings end improvements, end appurtenances thereto. It includes 
piers, docks, warehouses, rights-of-way, end other easements, whether 
temporary or peraanent, underground conduits end associated aenholds, 
utilities systems and parts thereof, and all other improvements 
permanently attached and ordinarily considered real estate. It 
does not include Machinery, equipment, fixed signal communication 
systems, etc., which may be severed or removed from buildings with- 
out destroying the usefulness of the structures. 


Ill - 
- 1 
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(2) property - Movable things, such as equipment, ap- 
paratus, appliances, fixtures, machinery, etc., which have been 
fixed in place or attached to real property, but which may be 
severed or removed from buildings without damaging or destroying 
the usefulness of suoh buildings or structures,, 

(3) Pyammi property - All raw materials, commodities, maznw> 
factored articles, transportation units, and unit assemblages, and 
units of equipment procured, stored, or issued, which have not 
become real property and which have not been installed so as to 
become an integral part of a building or structure,, Personal property 
Is hereinafter referred to os properly, material, supplies or items c 

(4) property - Supplies which are consumed or loses 
identity in use* Also included are those items such as spare and 
repair parts which are used to repair or complete other articles, 
and thereby lose their separate identity, and material used in 
manufacturing and for testing (not including testing devices) and 
experimental purposes. Supplies will not be considered as expend- 
able unless specifically authorized by the Agency Catalog,, 

(3) Nonexpendable property - Supplies which are not consumed and 
which ordinarily retains its separate and original identity during 
the period of use, l.e«, vehicles, machines, tools. Instruments# 
etc. 

Fo STOCK RECORDS 

A formal record maintained by an accountable officer on prescribed 
forms in the prescribed manner, showing by item all transactions affect- 
ing the status of Government property, and supported by files of docu- 
ments (Vouchers) used in such transactions. 

G 0 VOUCHERS 

Documents used in transactions affecting accountability,. Issue 
Slips, Shipping Documents, Receiving Reports, are examples of documents 
which become Vouchers. 


An accountable offloer will be designated at depots and stations for 
the purpose of assuming accountability for agency supplies in storage or 
in use or in possession of others to whom it has been entrusted for use 
or custody o The accountable officer will assume accountability from time 
of receipt until relieved by an action listed in paragraph 8 below. The 
accountable officer will also assume accountability for public properly 
found abandoned or recovered from unauthorized users. 






A- The Chief, Logistics Office, will designate aocoiin table officer? s) 
for Headquarters. / 
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B. Station Chiefs will designate accountable officers for Stations 
under their jurisdiction. 

C. Chiefs of Depots will designate accountable officers for Depots 
under their jurisdiction. 

D. When It Is necessary for Station Chiefs or Depot Chiefs to be 
accountable offioars, they will be so designated by their immediate 
supervisors* 


E. When, because of Halted else or scope of operations or other con- 
siderations, Senior Representatives do not consider the 
accountability at certain Stations feasible, accountable officer will 
not be designated. In such cases, other stations or depots will be 
required, to aaintaln accountability for stations not having accountable 
officers and will furnish supply support to those stations, except as 
specified In 0, below. 

P. When, because of limited else or scope of operation or other 
conalderatlnne^^B not considered feasible to maintain accountability 
■BnuHl) accountable officers will not be designated. In 
such cases, other stations or depots will be required to maintain 
accountability for stations not having accountable officers, as deter- 
mined by the Chief, Logistics Office. 

0. When any activities, overseas, cannot establish account- 

ability because of limited else or scope of operations, and such 
activities do not have reasonable access to stations or depots main- 
taining accountability because of distances Involved, lack of communi- 
cations or security considerations, the Logistics Office will be informed 
of the circumstances involved. The Logistics Office will maintain 
accountability for activities In this category and will furnish direct 
supply support as required. 

H. One accountable officer will be appointed for each activity main- 
taining accountability except when a depot and a station are operated 
In the same physical area, one individual may serve as accountable 
officer for both activities. 

1. When an accountable officer is unavoidably detained for duty which 
temporarily separates him from the property for which he is accountable, 
a temporary accountable officer will be designated to act in the 

of the accountable officer. If the absence extends beyond 90 days, the 
incumbent accountable officer will be relieved from accountability and 
a new accountable officer will be designated. 

J. Accountable officers will be under the immediate supervision of 
their designators. 

Ill - B 
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**?*«**' «• OMnf, togUtln. 

.*» »0f the ntpolstlng authority who win fur- 

2aSSSSS» aras swap? 

IXOmtta. for antlwlttn* under ^lurtSlSHu. 

*• Agjgggr MMBERS 

Property account* ti ttblUhtd by accountable officer* mu >%*» 

* «■ Ce^trouar in 

5 - PROPERTY OB XBASE 

»«* « *“ W-r 

6. PROPERTY OB LOAflf 

Accountable officer* shall main tain a senar&te r cn m-A «* -n -.-- ■ - 
of the flhited States Government or foreign governments. 

T* CHABGSE Of ACCOUNTABLE OFFICER S 

A. %en reUeved of accountability, accountable officers will turn 
STtta SgST *?.^ *“?*** few which they ere accountable, laelud- 
qjL?u S^SintSut” ' ”" P ' “ 4 *•"*■"** el thin their 

"T^ r °tr°™teneee, eecounthble offlcere, mien turning 

®!" “••“*«*}«**<> » •mweeenr, will he relieved of eecountehUlty 
upon tht ixtdution of t cortifictti tt&timr *w m . - J 

«d a specified voucher ntmtoerlSTawSS^i. 

of responsibility of the former accountable 
Meouatabi * offic *r mill reeolvTtS JeS^uSils 
to the extent possible. Deficiencies which cannot be resolved bv 2£ 
tocu.tosnt accountable officer will be referrediTtS 

f<»wrrection. Accountable officers assuming account- 
ability fro* a predecessor will certify that ae of a specified date 
and voucher number he ha* assumed accountability; ^ 

C. When upon the assumption of aoaountabilitv them t* . nv 

*^* p ! ,c ^ 4 * i * use <w misappropriation of property, non- complianc e with 

* UOh coodltioa8 ' » P^lcal inventory will be taken 
to the extent deemed necessary by the accountable officer's 

offlMr ^ -SiSPSu JT2T - 

nece**ary adjustments before accountability is transferred. 

Ill - B 
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orastioa 


A. Accountable off lows will terminate •ceountability when material 
in transferred to another accountable officer, laeued for lansdiate 
um (expendable aaterlel only) loses lte Identity when laeued for Incor- 
poration into ether notarial, disposed of as unserviceable, entered on 
a Survey Report, or an approved Inventory Adjustment Report. 

The Chief, Logistics Office or Senior Representatives nay authorise 
termi nation of ac co u n ta bility under the following special eireuastaaees: 


25X1 C 


(R) When unforeseen situation arises requiring the iansdlate abandon - 
nest or destruction of materiel.* 

(3) When aaterlel is lost, destroyed or damaged beyond repair as 
a result of the action of a foreign governaent, group or individual 
prov iding such loss, destruction or damage did not In any way result 
from the willful art or negligence of any representative of the 

« a* wronwaii 

(U) When aaterlel is required to be used as s aedlua of exchange 
provided such exchange la of benefit to the United States gover naent . 

(3) Ron-expendable issued for use In an operational project when 
recovery is not possible or unlikely. 

£6) "Cached" aaterlel, provided operating elements records 

of quantities and location. 

ACCCMHABlg RECORDS 


Accountable officers will aalntaln the following basic records for the 
purposes stated: 

A. Stock Record Cards: The basic instrument of stock control, a separate 
card will be Maintained for each line Item of aaterlel Involved. Stock 
record cards will show by line item end voucher number a record of each 
transaction affecting accountability. They will also show a record of 
aaterlel "hue in" to the accountable officer and a record of aaterlel 
"hue out" to operating elements. 


B. Voucher Pile: Each receipt. Issue, shipment or other action 
effecting accountability will be recorded on a prescribed fora and will 
be considered accountable vouchers . Vouchers will be numbered consec- 
utively beginning with each fiscal year. Except where otherwise speel- 
fioAlly prescribed, each entry on a voucher will be posted to the appli- 
cable stock record card. All vouchers will be filed In the voucher 
file in nuesr leal sequence. A Voucher Register will be aaintelned in 
conjunction with the voucher file, issues of aaterlal purchased locally 
for laaedlate use and of a non-recurring nature need not be posted to 
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the stock raoord card. A certificate on copy of StMlviag Report sign- 
ed by tbe user mil suffice* 

0. Memorandum Receipt Piles* A record of non-expendable pro perty la 
use, hereafter re f erre d to m "Memorandum Receipt Property" will be 
maintained by tbe ac co unt able officer* this record will consist of a 
copy of each Issue document end turn-in doeunat sod a prescribed fora 
for recording transactions. Acoountsble officers will issue a consoli- 
dated memorandum receipt at least semi -annually to each responsible 
officer, and upon ehenge of responsible officers. Consolidated memoran- 
dum receipts will list all p roper ty properly chargeable. Responsible 
cffioera will verify consolidated memorandum receipt Quantities by in- 
ventory of pro pert y on band, take proper action on shortages and report 
overages to tbe accountable officer. Responsible officers will Main- 
tain a record of W ema ran d u m Receipt Itaperty in their possession; 

10. ACOOUBIXIO FORMS 

The following ferae are tbe bsele documents used as Touchers to Stock 
Records Accounts* 

A. Issue Document* A document for recording issues of material from 
accountable officers to responsible off leers or operational eoaponents. 
Ban -expendable equipment will be issued on Issue documents with the 
tens ’Itemorindum Receipt* stssped or otherwise indicated on tbe form. 
Accountability will not be terminated when non -expendable material ie 
issued on issue documents (except ss prescribed la para. 6, Sec. B). 

B. Turn-in Document* A document for recording tura-ln of material 
from reaponsbile officers or users to accountable officers . Turn -in 
documents indicate actions which ere the reverse of those recorded on 
issue documents. 

G. Shipping Document* A document for recording transfers of material 
between accountable officers. 

D. Receiving Report* Document prepared by accountable officers to 
record receipt of material Obtained by procurement action. 

S. inventory Adjustment Reports A document need to adjust operational 
losses discovered in inventory of accountable officer's stooke. Inven- 
tory Adjustment Reports used far this purpose must be signed by the 
accountable officer and approved by tbe superior. Tbe accountable officer 
end approving authority will assure that the use of Inventory Adjustment 
Reports to adjust Inventory discrepancies le not abused. The Inventory 
Adjustment Report will not be used to adjust discrepancies in property 
issued on Mem o r a n d u m Receipt. Inventory Adjustment Reports any be 
used in various administrative transactions not affecting accountability 
such as changes of stock numbers, nomenclature, etc. 

Ill - B 
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F. Survey Report: Surrey Reports (or Rsport of Survey) ore documents 
used to terminate accountability for property lost, destroyed or damaged 
under questionable circumstances (see See. J). 

11. AOCOPHTPP "SPOT CHEC K S " 


* **• fuU * M * ^sponslbiUtles far public property, tbe 

Accountable Officer sill require continuous "Spot ffbeeksS to assure tbe 
obseryaac# of proper o ere, use, h a ndlin g of and accounting for supplies 
pertaining to bis supply activity. "Spot Checks" will eooaist of inventory- 
ing and checking the StoOk Records Cards of a list of item (selected at* 

difficulty of supply, etc.), verifying the 
postings on stoek record cards against corresponding figures on appropriate 

IS 4 *IT ieh 2U 0 ?! S5? rsoord account, and examining tbe general 
eonditlmt of the account, if Spot Checks” reveal irregularities or In- 
accuracies , appropriate authority will determine tbs extent end cause there- 
of, end uill instigate corrective action as required under the circumstances . 

12* DISPOSAL OF ACOOPHCdBUS RECORDS 


> tC ? wc «? voucher files mill be made after 
final audit and vill be In accordance with the Agency Records Disposal Schedule. 

13- ACCOOBTap BY SERIAL BOMBERS 


* S ^‘* ltlY * •"* •aulpeeat vhieh bears serial numbers, such as 

bypevriters, weapons, cameras, vetches, etc., vill be accounted for by 
serial rubber when Issu ed for use . This vill be accomplished by recording 
the serial numbers on Issue documents and turn-in documents. 

1^* AggOggm FOR AOTOROTIVE VEHICLES 


A. in addition to maintaining regular stock record cards for »■»>>» 
wo&ml, make, sad type of automotive vehicle, an individual au tomo tive 
vehicle record vill be maintained by the accountable officer for each 
separate vehicle. This record will contain the make, model, type, 
chassis number, original cost, date of purchase, motor number and the 
name of the individual responsible far the vehicle, and a list of the 
accessories attached to the ear. 


logistics Office, vill account for ail Aganey -owned 
vehicles to vhieh an Individual or organisation holds title and vill 
maintain, in addition to those records shown in A, above, a "Declara- 
tion of Trust properly authenticated and signed by the responsible 
individual* 


in - B 
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15* OBCLASSIFIBD DgggggTS AgP FOREIGN BODED BOOKS AM) POBLICATIOHS 

Tb« Chief of the Agency Library la accountable for all unclassified 
bound books and periodicals Obtained by purchase, with the following 
exceptions. 


A. Desk dictionaries, Gover nm ent annuals, style annuals, and such 
publications listed in the CIA catalog. 

B. Readily ava il a b l e English language periodicals and newspapers which 
eni not designated as Official Library Ogglss . 

C. Books and periodical s acquired by ^^^^^Hkoreint field 
activities. 

D. Publications purchased for the Geographic Division for the purpose 
of foreign exchange . 

E. Those hocks and periodicals which, in the judgement of the CIA 
Librarian, are of value for intelligence purpose only for a relatively 
short period of time, or which for other reasons should he considered 
as expendable p rop ert y. 

16. RESPONSIBILITY 

A. Responsibility is Charged to any individual to whesi public property 
ban been entrusted and who is charged with its care and safekeeping, 
whether in use or in storage. Responsibility arises from possession, 
or supervisory responsibility over those who are in possession. 

B. The terms "accountability" and "responsibility" ere not synonymous . 
Accountability is assumed only by officially appointed individuals. 
Responsibility falls upon anyone charged with care of Government property. 
An accountable officer is both accountable and responsible for property 
In his physical custody. Se is accountable for but not responsible for 
non-expendable property in use by responsible individuals. Ee is 
neither accountable nor responsible for expendable materiel which he 

has Issued for immediate use. Responsible individuals are responsible 
for all materiel expendable and non-expendable in their custody or under 
their supervision. 

17- OFFICE HEADS * RESPONSIBILITY 

Office Beads are required to Insure that property within their respective 
offices is properly safeguarded, handled and maintained, and that there is 
no aecumulatlon in excess of actual needs. 
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18. gggigB mgEggromm; rbspobsibiiict 

Sealer Representatives of the Director of Central Intelligence ere 
required to ensure that serviceable property, for both supply sad operational 
purposes. Is available for those activities under their Jurisdictions. 

1 9- jjgPtg? AMP 8TATIPU CEDDBfg* RESPOSSIBILITT 


Depot and Statloa Chiefs are required to ensure that prope rt y vithln 
their respective Jurisdictions is properly safeguarded, handled, Maintained, 
administered, and accountad for. It la essential that each Depot and 
Station Chief assures that the required prop e r ty la on hand, that it la in 
serviceable condition, aad that It Is properly cared for and used; and 
squally Important, that thsre la no accumulation of property in excess of 
authorised levels, allowances, or needs. 

SO. TOMES CT RMgOjBggg OmCTKS 

A person In char gt of a specific activity Is responsible for all 
property pertaining to that activity, whether he receipts for It or not. 

It is the duty of this individual to attend personally to Its security and 
t° sup ervise such transactions hlasolf, or cause than to be supervised by 
competent personnel. He has the following responsibilities In connection 
with property. 

A. Have In his possession. In serviceable condition, such articles 
of authorised equipment as art required far the proper performance 
of the assigned alsslon of his activity aad which ha can properly 
Ma in tain, safeguard, and employ. 

B. Determine, by frequent inspections, that all articles of equipment 
on band are complete and eerrleeable . 

C. Ensure that all parsons under his Jurisdiction are properly in- 
structed in care, use, aad Maintenance of property, and rigidly enforce 
such Instructions. 

D. Maintain records of receipts and issues, whan prescribed, which 
will reflect at all tlaes the status of all property for his activity, 

E . Have the necessary action taken as hereinafter prescribed In the 
ease of loss, daaagm, or destruction of property for which he is re- 
sponsible. 

f. Designate erne or more authorised representative!*), if required, 
to receipt for property. 
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0. Sava all proper t y la exeesa of authorised allowances, level* and 
needs turned In to the appropriate Accountable Officer. 

21. B EUET FSOM RSSPOS8IB1L1TT 

When a responsible Individual la relieved frca a position, he will 
without delay, turn in property for which he it responsible or transfer it 
to an authorised successor, and effect settlement of his responsibility. 

It will he the duty of each Office Bead, Station or Depot Chief to see that 
settle sent le effected before the departure of the individual. Any property 
not transferred to a successor will be taken possession of by the appropriate 
Accountable Officer, who will issue a credit for such property and furnish 
a copy thereof to tbs individual. If shortages are found to exist, cur if 
daaage |not the result of fair wear and tear) is di sc o v er e d, tbs Accountable 
Officer will advise tbs person co nce r ned , with a view to obtaining an adjust- 
nent. If no adjustment can be effected, the setter will be turned over to 
a Board of Survey, which will fix responsibility. 


Ill - B 
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parx' xn - suphx, sEcncn c « stock catalog 


i* 




The Chief 9 Logistioe Office, will be responsible for the development 
and maintenance of an Agency Supply Catalog in accordance with Public 
Latte 152 and 754* Cl at Congress* and such governmental directives as have 
been or may be lssue&o 

2o MISSIOH 

Included in the above responsibilities are* 

A 0 The conversion of data pertaining to items of supply into: names and 
descriptions suitable for use in the Agency Supply Catalogo 

Bo The maintenance of such liaison with Government agencies and commercial 
firms essential to the development and maintenance of Agency Supply 
Catalogs o 

Co The development of a stock classification system using* when available* 
it«n names* description patterns* and item descriptions prescribed by 
Munitions Board Catalog Agency (MBCA) and Amerleain«£ritish Classification 
(AB3C)„ 

Bo The maintenance of suds records and statistics as .My be necessary 
for the accomplishment of the above and for such informational uses as 
are requiredo 

3* POLICY 

A 0 Agency Catalogs and revisions thereto will be the sole source of 
property classification for such items as are contained therein 0 

Bo All organisational components of the Agency will use the Supply 
Catalog to ensure the use of correct 3took numbers and descriptions 
in preparing requisitions „ 

Co All property for which there Is a recurring demand will be identified 
with a stock number and proper description* which will be assigned insofar 
as possible in conformance with procedures established by MBCA* by the 
Catalog Branoh* Supply Divislono 

D 0 The classification of property as to expandability or non-expendability 
will be as prescribed by the Munitions Board Catalog Agen cy<> The eao» 
pendahle or non~expendable status will be shown in the Agency Catalogo 

Bo Regulated items will be so indicated in the Agency Supply Catalogo 
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1. Stock level* ere authorised or directed quantities of materiel to be 
m a int a ine d on bead mad on order in anticipation of leeue demands . Levels 
of eonstsnble materiel, on which valid eoasuaptlon or usage date bee been 
obtained, are normally expressed in terms of "days of supply" while levels 
of non- con su m a b le • materiel , such as fixed equipment and special items ere 
normally expressed in terms of fixed quantities by unit of issue. 

2. Stock levels consist of two essential parts which are:: 

A* Stocks** Objective, the amount of materiel to be maintained on hand - 

S. "Pipeline tims" or "ordering-shipping tine", the average time which 
elapses b etween the ordering of materiel and receipt. Pipeline time 
varies in accordance with distance from source of supply end other such 
factors. Pipeline time has a direct effect on stock levels, but not 
on stoekage objective. The pipeline time expressed in days of supply 
represents the quantity of materiel Which should be on order at all times. 

3. Safety Stock Levels are levels of essential material established to 
Insure continued operations during minor Interruption of normal replenishment 
or unpredictable fluctuations in supply demand. 

k. Standby Levels are levels of vital materiel established when Infrequent 
use would not otherwise Justify the establishment of levels, and the lack 
of which night cause serious consequences . Example: Parte for fire fight- 
ing equipment. 

5 • Seasonal Levels ere levels of material having seasonal use such as fuel 
for space beating, winter clothing, etc. Seasonal levels must be given 
careful consideration in order to have required material available when needed 

6. Strategic Levels are levels specifically authorised or directed for stock- 
piling materiel for future possible use or as emsrgsney reserves. Strategic 
Levels will not be considered a part of the normal stock levels of Depots or 
Stations * 


7. . BASIC POLICY 

Following is the Agency basic policy concerning establishment end min- 
tenance of stock levels contingent upon availability of funds and storage 
facilities. 


A. The Chief, Logistics Office, will direct the levels to be established 
In General Depots end Specialised Depots. 


B. Except as otherwise specifically authorised by the Director, the 
stockace objective of Field Depots will not exceed lQO days. 
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C. Except as otherwise specifically authorised by the Director, the 
stockeas objective for yield Stations will not exceed 60 days. 

D. Except as specifically authorised by Senior aepreeentetives or Chief, 
logistics Office, field Stations will not establish stock levels for non- 
expendable equipment when unit cost exceeds $20. (Equipasnt in use does 
not constitute a part of stock levels). 

B. yield Depots and Stations will determine "pipeline time" for specific 
item based on experience end forecast. The stock levels for items will 
vary according to variations in pipeline tins. Sxaaplet A Station 
maintains a sto ck ag e Objective of 60 days supply of a certain Item. 

The pipeline time is 120 days, therefore, the stock level Is 180 days, 
with generally 00 days stock on hand and 120 days stock on order. 

Senior Representatives will periodically review "pipeline" data used 
by field Depots and Stations. 

y. Senior Representatives may authorise establishment of Safety Levels 
and Standby Levels within the limitations of para. 7b and 7c, above. 




PARI in - SUPFLT, SECTION E - REQUISITIONING 


1* gaJSRAL 

Ae A requisition la a. document whereby components of the Agency 
foreign and domestic, request arterial froa authorised sources of 
Supply* (Also ate Section H# Issue and Use of Government Property) o 

B« Agency components ora authorised to requisition material within 
the prescribed allowunoes set forth in current Budget Appropriations , 
Tables of Allowances, Tables of Equipment, Material Allowance Lists, 
ocr other published ailovaaos authority* 

C, Station aol Depot Chiefs are authorised to initiate requests for 
material through proper channels, art such authority may be delegated 
to Accountable Officers* 

D„ Supply agenolds will furnish all components of the Agency within 
their respective sphere of supply responsibility with instructions as 
to the procedures governing requisitioning of material* 


iw'k'i 


A 0 Headq uarters requisitions for the following types of materials will; 
be forwarded through the Office indicated below for technical guidance 
and/or approval prior to issue by the logistics Offioe 0 

(1) Executive Furniture - Authorised for Assistant Directors, 
Office Heads, their immediate staffs, grade GS®15 art above, art 
supporting secretarial staffs* Approval by Chief, logistics 
Office* 

(2) Ordnance Supplies art Equipment — If utilised in the Depart** 
mental area* Approval of Chief, Inspection art Security Office* 

(3) Surveillance art Photographic Equipment ® Approval of Chief, 
Technical Services Office 0 

(4) Communications Supplies art Equipment » Approval of Assistant 
Direotoi for Oonmmi cations 0 

(5) Medical Supplies art Equipment - Approval of Chief, General 
Services. 


(6) Reproduction Equipment * Approval of Chiefs Administrative 
Services. 


(7) Business Machines art Equipment art Forms not previously 
approved. - Approval of Chief , Organisation art Methods Service, 
Office of the Comptroller* 
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A 0 Regulated items are major it sms of materiel which require close 
control because of oost* sensitivity, limited application or other 
snob factor#* Regulated Items will he indicated as such in the Agency 
Stock Catalog* Central procurement or shipment of Regulated Items 
from Special lead «**• General Depots win be controlled lay the Chief* 
Logistics Office, - Control of Regulated Items located physically with» 
in their areas of responsibility rests with Senior Representatives 0 


6 0 mmumwj&mm 

Ao Requisitioning channels will normally be from User to Station* 
to Field Depot* to General Depot, 

Bo Where Field Depots do not exist* requisitions will be submitted 
to General Depots directly from Stations, 

C 0 However* requisitioning channels as prescribed above will not 
be placed in effect until specifically authorised by the Chief 9 

Logistics Office, 


III - E 
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PART III - SUPPLY, SBCTIOB F - DX9XRXKKU0H A HD TRAHBPER OF PROPERTY 




Generally, the distribution of centrally proc u red agency jsateriel trill 
"be froa prbeureasnt to General or Specialised Depots to Field. Depots to 
Stations to Users. 


2 . rb-distrxbutsmi 

The Chief, Logistics Office, will re -distribute Agency arterial assets as 
required to aset overall requirements • Senior Representatives will rc-distri 
but# assets under their control to aset operational requirements or to 
utilise excess asteriel to the fullest extent. 

3. TRAHBPER OF OOfKRBggT PROPERTY 

A. TO or from flo rern aaat agencies: 


25X1 C4A 


Transfers of Government pr o per ty froa other Ooveraaent agencies any 
he accepted on behalf of the Agency by those individuals designated by 
asaoraoda froa the Chief, Logi sties Office or Senior Representative, 
whichever is appropriate, and one copy of such aeaoraada will be kept 
on file in Logistics Office. Transfers of Ageney property to Other 
United States Ooveraaent agencies nay only be aade with written consent 
of Chief, Logistics Office, or his designee. 
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C. transfer of Cky rera aent property to foreign foverneants 

When, as daterained by the Director, It is operationally advantageous 
to transfer Agency property to a foreign go v e r me ant, the Logistics Office 
or Area Senior Representative will erranga such transfer. 


Ill - F 
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PART III - SECTIOH 6 - ADDET S. ESVEKBORY 


1. AMBOftlCT 

*• Accountable Officers will Inventory ell Items under their control 
to aesur* ft complete or cycle Inventory at leest each year. 

>• Records ft materiel are subject to Inspection set say time. 

e. All Agency property accounts are subject to audit and Inventory 
ualor the direction of the Auditor .-in-Chief. 

2. PggFOgg 

The purpose of audits sad inventories are: 

a. To aake physical examinations of materiel on hand end in use. 

b. To conduct reviews and Inspections of the property accounts. 

c. To ensure that tbs interests of the United States Government are 
being maintained by proper accounting procedures and controls. 

3- RgSPOBSIBILCTgS 

Office Heads, Depot Chiefs, Station Chiefs, and all other personnel 
will cooperate to the fullest extent possible In the conduct of audits and 
inventories and will wake available: 

a. Personnel necessary to accomplish the audit and Inventory. 

b. Correspondence, vouchers, and records of procurement and supply 
activities. 


Ill - G 
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PART HI - Stg PLY, S BCT1D B H 
2BSUK AID USE (BP (WnSEffiMEST PROPERTY 


1. XggjgB 

A. Issues sill be sade only far authorized purposes, within authorized 
allowances end to authorised individuals. 

2. soBsrrroricg 


A. Supplying nativities ere authorized to wake substitutions In order to 
west requlrewsnts final available assets whoa such substitutions mil 
Obviously fill the refulrsasnts, security considered. Otherwise, substi- 
tutions will not be aide except upon approval of requestor. 

3* US E OP QOVERBBHT PROPERTY 

A. Esployees of the Agency will not use Oov er raa e nt pr o per ty for private 
use or pereoaal gain (violations of this regulation are subject to 
severe penalties bp ptfblic lew) . 

4. PRC fERTY LOWED TO OBflARlZATmBS OR ISDIYIDCALS HOT PART <g THIS AflEHCY 

A. When property is authorized for loan, documents recording the loan 
will show; 

(l) Authority for asking loan. 

|2) Materiel involved. 

(3) Issuing date, and custodian by naae and organization. 

(4) Approximate period involved. 

B. Authorising individuals will ensure that such loans preclude acme tar y 
Ions to the (kilted States Ctovernaent, except In the interest of opera- 
tional attainaent. The Chief, Logistics Office, and the appropriate 
Senior Representatives, or their designees, will he the authorizing o 
officials. 
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PART HI - gg PMf, SECT ION 1 - MATERIEL DISPOSITION 

(bos nciHDim issues, mussms OR loans) 


l. rarainaBs 

Materiel to be disp o sed of my bet 

A. CONDEMNED PROPERTY 

Property which Nee been terfeeed es e eenece to health, or which 
bee become unserviceable clearly beyond practicable repair. 

B. EXCESS mORHT 

Property excess to the meeds of the Agracy but net yet determined 
to be surplus. 

C. OBSOLETE PROPERTY 

Property which has been or is being replaced by equipment whieh 
better serves the purposes Property which can no longer ad equately 
perform the mission required of it. 

D. SALVAGE 

Property that has same value in excess of its basic materiel con- 
tent but uhlch is in such condition that it has no reasonable prospect 
of use .for any purpose es a unit, and Its repair or rehabilitation for 
use as a unit is olearly impracticable . 

E. SCRAP 

Personal property that has no value except for its basic materiel 
content, and includes waste. 

F. Slf PLUS nOPEBTf 


Public property that is not required by any Government Agency. 

2 * ICTHOpg Ajg> xgaggagB of disposal 


A. Salvage and scrap will be sold if possible, otherwise It will be 
disposed of by the beet mesne available. 


B. Accountability for condemned property mey be terminated by execution 
of a proper certificate by the appointing authority to be filed in the 
accountable off leer's vouchers. Upon condemnation, property becomes 
scrap or salvage materiel and will be disposed of as specified in 2A above. 
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C* Surplus and excess property will be disposed of in accordance with the 
Field Procedures Manual. 

D. Obsolete property will be used to the leartnun exteat possible. 

It will not be suspended free use because of Obsolescense when It can 
still be utilised for operational purposes. 

3. Regulated items will not be disposed of ae ooadeaned, scrap or salvage, 
until reported to the Chief, Logistics Office. 

4. Depot and Station Chiefs will utilize available Department of Defense 
facilities to the m a ximum extent possible in disposing of material authorised 
for local disposition. 





PART lU - SUFH2, SECTION J - BOARDS OF SWNM 


1, A Board of Sumy I® a formalised body flap inquiring into the status 
op condition of GonnMot p r op ert y which has boon lost, destroyed or daraged 
or otherwise rendered unavailable far its intended use$ for deter m i ning or 
relieving responsibility thersfori and making recommendations for its future 
accountability and/or dispositicBo 

2„ Tho purpooe of a Board of Surre y is to sot forth for the convening 
authority all foots and drenootanoas relative to the condition of the 
C bvora e o nt property described In the survey] to determine tha causes ^ 
damage, Ion, or destruction* to determine or relieve from responsibility 
for s uch loss or damage* and to recommend appropriate accounting action 
and disposition of tha itens involved*, Such action la designated as a 
Report of Survqy 0 

3 0 A Report of Survey will be required under tha following circumstances* 

a. Whan property is lost or cannot be accounted for (Except for "opera- 
tional 108808" in the accounts of Accountable Officers) 

b» When prop ert y is destroyed or damaged, except ty fair wear and teas' 0 

Oo When property has been misappropriated, misused or disposed of in, 
an unauthorized manner 0 

4o Reports of Survey will be submitted by responsible individuals withir, 
thirty days after discovery of conditions req uiri ng Reports of Surveys 
When this thirty day period is exceeded, an explanation will be fUrnishedo 

5o CCMPOSITIQR OF BOARD OF SURVET 

a c Departmental Headquarters Board of Survey will be composed of members 
as listed below and authorised to act on matters pertaining to loss, 
damage, destruction, theft, or disposition of public property for which 
(HA is responsible* 

Deputy Aasto Deputy (Inspection & Security) 
Member and Legal Advisor Assistant General Counsel, 

Member and Recorder Deputy Chief* Logistics Office 

Member Assistant Comptroller 

Three members will constitute a quorum^ 

bo The Senior Representative will establish a Board of Survey in his 
area, to serve in the same relationship as the Departmental Headquarters 
Board of Survey to the Deputy Director (Administration) o Investigating 
Officers will be appointed by the Area Board of Survey, Depot Commanders, 
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c. Depots and Stations will establish a Board of Survey consisting of 

one or now persons* 

6. BY WHOM APPROVED 
a. HEADQUARTERS 

(1) The Deputy Director (Administration) will he the approving 
authority In all cases of survey in excess of $1,000*00. 

(2) Except as stated in b and 6 below, the Departmental Headquarters 
Board of Survey will he the approving authority in al l cases of 
survey less than $1,000.00. 

(3) eases where pecuniary responsibility is established, the 
individual any appeal. In writing, through the 4>epertnental Head- 
quarters Boerd of Survey within 30 days after receipt of notifica- 
tion of sueh liability, to the Agency Director. 


25X1 C 


c. OVERSEAS AREAS 

(1) She Deputy Director (Administration) will be the approving 
authority in all cases of survey in excess of $1,000.00. 

(2) Except as stated in (3) A (k) below, the Area Board of Survey 
will be the approving authority in all cases less than $1,000.00. 

(3) Station Chiefs asy take fi n al action on Reports of Survey not 
In excess of $100. 

(V) Deport Chiefs nay take final action on Reports of Survey not 
In excess of $100. 

(5) In cases where pecuniary responsibility is established, the 
individual nay appeal, in writing, through the Departmental Head- 
quarters Board of Survey within 60 days after receipt of notifica- 
tion of liability, to the Agency Director. 

7* DOTIES OF THE DEPOT AgD 8TATIOK BOARDS OP SURVEY 


7 


III J 


:*/- 


Approved For Release 2002/02/11 ^EOT]RDP78-03985A00040001 0042- 

Security Information 




* * 


Approved For Release 2002/02/11 


3985A00040001 0042-7 



a« Inspect the property un d er survey and thoroughly examine the circuit 
stances attending its status« 

bo In. the case of lost, stolen, or missing articles, the Board will, 
when possible, inquire into the causes to determine responsibility, 
taking into consideration What measured were token to prevent such loos 
or thefto 

Oa In the ease of damaged property, satisfy Itself that such damage 
was or was not amused by willful intent, negligence, or oarelessness 0 

do Determine the monetary extant of such damage and whether economical 
repairs oan be made 0 


So 


BBSm OF. THE HEADQUARTERS BO ARD. OF SPHgEf 
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a e Review all Reports of Survey in excess of $100 submitted 
activities o 



b P Review all Reports of Survey in excess of $1000 submitted by activities 
under the control of Senior Repre s entati ves 0 

o 0 Determine by review that .proper and adequate action has been taken 
by responsible activities 0 


d 0 Take final action as indicated in par 6a 0 


9o gmM-Qf. 3SNI0R.IgPRISMTATIVES« BOARDS OF SUKVEI 
a. Review all Reports of Survey in exoess of $100, 


b 0 Determine by review that proper and adequate action has been taken 
by responsible aotivities« 


Co Take final action as indicated in par 6c 0 


10. POLICY on PECUKIABI LIABILITY 


Tho Agency policy on uasosalng pecuniary liability la listed below f<r 
the guidance of Station & Depot Commanders, Senior Representatives and 
Survey Boards* 


a 9 Individual Responsibility t When property issued to an Individual 
for his express individual use becomes the subject of a Report of 
Survey, that individual will show cause why he should not be held liable o 

b 0 Supervisory Responsibility* When property for which an individual 
has supervisory responsibility becomes the subject of u Report of Survey, 
liability will not be accessed unless one or more of the following con- 
ditions ore established beyond a reasonable doubt* 

(1) The responsible individual did willfully cause, or allow to 
be caused, misuse, misappropriation, abuse, or unlawful disposal 
of Government property 0 1 * 
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(2) Willful noncomp llan cc with regulation* an A directives to 
the extent that such met* or omissions were direct causes of the 
conditions which required a Report of Survey. 

(3) dross negligence. 

(h) Other contributing factors constituting reckless indifference 
to consequences. 

11. fUDIMOe or THE BOdRD OT SBBVIT 

a. The report will generally be confined to findings offsets end recom- 
■endatlona. 

b. The report will state in every case whether or net an individual 
or individuals are found to be responsible . 

e. Indicate the action to be taken on the disposition of property. 

d. Where all aesibers of the Board concur in the findings, the report 
will be signed by each member so indicating. 

e. Should a neaSber not concur , he shall subnit a signed minority re- 
port to be embodied in the record immediately after the majority report 
is made. 

12. SP BMIS8I0R op vmssjwsisa ARP REPORT 

Tbs investigation and reporting action of the Board of Survey will nor- 
mally be completed and returned within 20 days of date or receipt of Survey 
Report. When unforseen complications are encountered, the convening authority 
will authorise extensions until completed. 



- k - 
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PART XXX - SECTION K - REPORTS 


lc QEMSRAL 

a. The Chief- Logistics Offioe, will initiate, maintain, monitor, and 
control materiel reporting and reporting systems for the Agenoy, which 
will enable the Agency to* 

(1) Detemine procurement and storage requirements* 

(2) Assign and control the utilisation of materlelo 

(3) Detemine the current status of stock by location* 

(4) Compute the monetary •value of all or any part of the property 
in storage or In use by the Agency 0 

(5) Direct the transfer of materiel within or between areas 0 

bo Senior Representatives may institute such reports within their 
realms of responsibility as are required in carrying out their missi#a*o 
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